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If you already use the Kansas Customer Service Center on our website for some other purpose, such
as submitting liquor enforcement returns and/or payments, you can skip the section titled “Setting up
a Kansas Customer Service Center Account” and go to the section titled “Signing into your Special
Order Shipping Account.”

Setting up a Kansas Customer Service Center Account

1. Launch your web browser (for example Internet Explorer).

2. Navigate to this website: https://www.kdor.ks.gov/apps/kcsc/login.aspx
3. Ifyou are not currently registered, click the Register Now button.

| Kansas Department of Revenue Customer Service Center

LOGIN PAGE

manage your Department of Revenue accounts

4. Complete all required fields on the Customer Service Center Registration form.
5. Under the “Settings’ section, select the Accounts radio button.

Settings

®Accounts Heln (gpens In a new window)

Exemprion Ce

Tax Credits

Send me an email when there is a

Tm not a rabat
m

6. Verify your information and click Register with this Information. Next click Continue where
you will be asked to confirm the verification code that was sent to your email. Then click Continue.

Confirm your email address

WWhen you registerncd of changed your email address, you were senl an address verfication email (allow up 1o 1 hour 1o receive this email)
This email has a 20 digit code that you can enter below. You can request a new verfication emall by clicking the "Resend Verlfy Email” button below

—

Current Emall Address abaxmooreg@gmall.com

‘ Continue I

I this email address is Incomect, please enter the correct one below to request a new verification code.
Email Address

Email verification code

Resend Verity Email

Resnter Email Address

Change My Email Address
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Slgnlng into your Special Order Shipping Account
Launch your web browser (for example, Internet Explorer)

2. Type https://www.kdor.ks.gov/Apps/kcsc/login.aspx in the address field, and press Enter. Or you
can find the log in link at the upper right hand corner of the Kansas Department of Revenue website
https://www.ksrevenue.gov. Click the red Login button.

= |E https:/wwow. ksrevenue.org’ LO~-ad

e —

—
Customer Service Center

S T

Department of Revenue | | Search

3. You must enter your User ID or Email Address and Password as currently registered with the
Kansas Customer Service Center and click the Sign In button.

| Kansas Department of Revenue Customer Service Center

LOGIN PAGE

Thank you for using Kansas Department of Revenue Customer Service Center to manage your Department of Revenue accounts.
If you are accessing our site for the first time, select the "Register Now" button below.

Email Address |

The email address you used when registering

Password | |

Passwords are case sensitive

Forgot your password?

gisterNow
Sachmaae? ontact Us
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Adding a Special Order Shipping Account
1. When first entering this web application, you will need to add the Special Order Shipping role to

your online profile, by clicking on Account Management.
Kansas Department of Revenue Customer Service Center

Ac uril Management Manadly your £xasling acCcounts of add néw accounts. This inCludes your current busineéss and other accounts (L.e. Chamabée Gaming, Cigarette/Tobacco, IFTA, etc.).
Kecation to an already extsling lax account, you must regisier e Iocation wsing i folowing Adttional Busness Location Schidule: Form CR-17 | Business Tix Appscil

[TEUREVEREICIN I Create 3 new business tax regisiration of register an adotional 13x type 1o an exishing acooun

[STEREeTI U Request and manage your exempt cerlificates.

Request and manage your tax eredits.

Motor Vehicles Driver Solutions Applications % Restricled Driving Privileges

2. Next, click on Add an Existing or Register a New account to this login button. If this is not your
first time entering into this web application, please skip this section.
Account Listing

< Add an Existing or Register a New account to this login. Search: |

Account Name (Custom Name) 4 secondary Name Status Filing Freguency Account Type Manage

No data available in table

Account Name Secondary Name Status Filing Frequency Account Type Manage

Showing 0 to 0 of 0 eniries

3. You will be requested to enter an Identification number and Access Code which is unique to
your Special Order Shipping account. These fields are case sensitive. Your Identification number
is your Special Order Shipping liquor license number and your Access Code has been given or
mailed to you. Click the Continue button after you have entered the information. If this
information is misplaced, you may contact the Alcoholic Beverage Control at 785-296-7015. The
Identification number and Access Code will only be required the first time this user logs in. If you
have multiple users, each user will be required to enter this information the first time they log into
the web application.

Kansas Department of Revenue Customer Service Center - Add an existing account or register a new
account to your login

Enter your identification number and access code below to add your account to your login

Your identification number is dependent on the type of account you are trying to add

= Individual Income (payment only): can be added by visiting the individual account page

= Charitable Gaming: Nine digit bingo/raffle account. If you want to register a new bingo/rafile account click here for more information

= Cigarette and tobacco: nine digit Employer Identification Number (EIN) or SSN. If you just completed registration and do not yet have an account in the system, click here for Cigarette & Tobacco
= Dealers: six digit folder number, left fill with zeroes if fewer than six numbers

= Driver's Education Pertal: nine digit account number starting with 'DES9'

« IFTA: nine digit EIN. If you want to register a new IFTA account click here for more information

= Motor fuel or mineral tax: five digit license number

« PVD Education Account: Twelve-character Student Account Number. If you want to create a new student account, click here for more information

= Special Order Shippers: Use Existing License Number for Identification number and Access cade from ABC

« Any other account (Withhelding, Sales, Use, Transient Guest, Liquor Taxes, etc.): nine digit EIN or 15 character tax account number

Access codes are Kansas Department of Revenue-assigned 6 to 16 digit numeric or alphanumeric codes specific to each account.
If you do not know your access code, you may call the Electronic Services unit at 785-296-6993 or by e-mail, KDOR_BusinessTaxE Services@ks gov. You should receive a response within two business days to
any emails to this address

Identification number ‘ |

Access code ‘ |

=N
Cancel I Continue b
S

4. Confirm the account you wish to add and click Save.
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Filing your Special Order Shipping Gallonage Tax Return and Sales Report
1. From the Account Listing page, Click the Manage Account link.

Account Listing

Account Hame [Custom Nama} = Secondary Name Stanes Filing Freguency Account Type Manage

123456 Hansas ABC Test Actva Cuantary Special Drdar Shipper
2. Click File a Special Order Shipping Return which is at the top of the Account Management grid.

Kansas Department of Revenue Customer Service Center Account Information

Contact our Electronic Services support staff at 785-296-6993 if you have questions regarding the information shown for this account. Click "Manage Access to This Account” at the bottom of the screen to remove this account from your profile.

Account Information

Account Number 123456

Business Name Kansas ABC Test

Custom Display Name (|

Account Type Special Order Shipper
Filing Frequency Quarterly

Account Status Active What does this mean?

Bank Account Information

This bank information is saved for use by this account. You may add additicnal bank accounts ta choose between when you are making payments. Removing a bank account will not remove it from payments that have already been made

You have no banking informatien on record for this account with the Kansas Department of Revenue

Add Additional Bank Account Information

File a Special Order Shipping Return | Includes EFT Payment Option

Account Management

View Account History | View On-line Payments And Filed Returns

Manage Access to This Account | View/Remove who has Access to this Account

IManage Account Communications | Change Settings for this Account’s Communication

oD
3. Select a quarter and year from the drop-down selections. If this is your first time filing a return for
the filing period select ‘Original Return’, otherwise choose ‘Amended Return’ if you are revising

a previously filed period. Then click Continue.

Special Order Shipping Filing

License Number 123456
Business Name  Kansas ABC Test
Filing Frequency  Quartery

Account Status  Active What does this m=an?

Account Start Date  01/01/2019
Account End Date  12/31/2078

Filing Period o2 rterly ﬂIing[ Choose a Quarter v] | Choose a Year v

Return Type
® Original Return

 Amended Return

[ | e
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4. You may enter your data manually by choosing Add Line or upload a CSV file by choosing the
Upload option.

Part 2 - Shipping Information

Showing 0 to 0 of 0 entries Search: |

Customer Shipping FwW FW Size FW Gallons w LW Size LW Gallons Tracking
Edit Name Address Date Quantity Shipped Shipped Quantity Shipped Shipped Number

No data available in table

shaw‘ 10 v ‘ entries Previous Next

o LT o [ | e

a. If Add Line method was chosen for data entry, all fields are required except ‘Customer Address
Line 2'. Once the shipment data is entered, select Save to add this row of information to your
report. You will repeat this step until all shipments have been added manually.

b. If Upload method was chosen for data entry, please indicate whether your file has headers and
if you wish to truncate existing entries in this filing period, by selecting the appropriate
checkbox(es). If following the instructions below under Saving as a CSV File, you will select
Comma for the Delimeter Type. Select the Click here to select file button and navigate to the

file you want to upload.
Special Order Shipping Report

Part 2 - Shipping Data Upload
To avosd QuplicaBon, piease only Upoad & e Once. I yOU PECENE BN &TOr Messape your file Upioad & InCompiele. Miake the necessary o t nd resubmit your fle. De the box "deiele any pre-gasting data belore upioad™ 10 prevent dupbcabon of data. For upload speciicabions, chck T Ml bution.
e

Owpliurms: First linve of fik
Dibete arvy

=
Once your file is uploaded, select Process File. If your file has processed successfully, you will
see the data displayed on the screen. If you receive an error message, please re-check the column
order, mandatory fields, as well as confirming the file you are attempting to load has been saved
as CSV.
Special Order Shipping Report

Part 2 - Shipping Data Upload
To avold Suphcalion, please only UpRoad & file ONCe. I yOU PECeE 3N &mor MEssage your Sle upioad 1S MCompiete. Make T NeCessary COmechons and resubad your e e sure 10 mark the bax "dslele any pré-tasting dats before upioad™ 10 prevent duphcation of data. For upload Specicabons, Chck the Help bution.

Upioad Type: # Part 2 Idereity Your Shipment{s)

Ol Fired line of file contai
Diclese any pae-existin

Humn headirgs.
e betore upios.

Duelimeter Type: Tab @ Comma Pipe Celan

RS N
Uploads must be saved as a CSV file. Excel can output CSV files, see the Saving as a CSV File
instructions below. All 15 columns are required. The fields required to have data are noted with an
* next to the item name.

. *Shipment Date — date format (e.g. 01/24/2016)

. *Customer Name — 50 char max— no commas

. *Customer Address Line 1 — 50 char max— no commas

. Customer Address Line 2 — 50 char max— no commas

. *Customer City — 40 char max— no commas

. *Customer State — 2 char - KS only

. *Customer Zip — 10 char max (no dash just numbers) (if leading zero, format cell to be
"Text")

8. *Fortified Wine Quantity Shipped - 9 whole (enter zero if none shipped)

~No ok, wN B
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9. *Fortified Wine Size - 9 whole, 5 decimal places (required if quantity shipped >0)
10.*Fortified Wine Unit of Measure (L - Liter, ML - Milliliter) (required if quantity

shipped >0)
11.*Light Wine Quantity Shipped - 9 whole (enter zero if none shipped)

12.*Light Wine Size - 9 whole, 5 decimal places (required if quantity shipped >0)
13.*Light Wine Unit of Measure (L - Liter, ML - Milliliter) (required if quantity shipped

>0)
14. *Tracking Number- 30 char max — no commas
15. *Order Total - 9 whole, 2 decimal places (Amount paid by customer)

7. Once all shipments have been manually added or uploaded click Continue.

Special Order Shipping Report
Taxpayer Information

uuuuuu

......

Bacress. Shipping Dase W Cuastity W Sz Shipsesd W Gallons Shizped LW Cuantiey LW Size Shipped LW Galoss Shipped Tracking Humber
E 145 SW STHSTREET, TOPEKA, K5 85612 ol 1 50 ML 013 1 TSHML ot 1ZMS5ABCIEFTEN
Shen
O CEOEDEEsl

8. Review the report information and click Save and Continue.

Special Order Shipping Report
Taxpayer Information

Part 1 - Filing Information
Forfed Wi Gaons 015800 K507 par Gabon

Light Wi iy 015000 X530 ot Galicmn

ol Cue Betors Credic

0

Comdt Meertrscmn of Parvkoen Crvt
Loas Baymactial fEscsivad
Totsl At D

Part 2 - Shipment Infermation

Shpmant informacion Sameary T Ghgrreet]) weos repated (2ica bars by Wil i

9. Select your payment option. If ACH Debit (EFT) is selected, complete the ‘ACH Debit Settlement

Options’ and ‘ACH Debit Bank Info’ fields. Then hit Continue.

Special Order Shipping Report
Taxpayer Information
DEAName  Kansas 25 Test

Licorrse Husber 123456

Tax Payment Information
Spwca Croen Stppng B et 5021

Payment Options

ACH Dol (EFT) - Koot Dot o o

Cheek w Veuther - Pre.fled vt
ACH Debit Settlement Options

Eiagesacts S30nct B4 afactin e L dali Py i
ha ok 308 301 conmcared Brvdy

b

ACH Debit Bank Info:

® A a new bark account
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10. Conduct a final review of your report information. Complete ‘Part 4 — Signature Information/Return

Certification” and mark the Declaration box. Then hit Submit Report.
Special Order Shipping Report

Taxpayer Information

DEA Name Kansas ABC Test
License Number 123456
Return Type original
DueDate 71152021
Period Begin Date 1172021
Period End Date 3312021
Part 1 - Filing Information
Fortified Wine Gallons 0.19800 X $0.75 per Gallen 015
Light Wine Gallons 0.19500 X $0.30 per Gallon s0.08
Total Due Before Credit 5021
CreditMemo 5000
Less Payment(s) Received  50.00
Total Amount Due ~ 50.21
Part 2 - Shipment Information
shipment Information Summary : 1 (5) wiere reported, (click hare for full review)

Part 3 - Payment Information

Payment Type Other
Special Order Shipping Payment 5021
Payment Due Date: 752021

Part 4 - Signature Information/Return Certification
Responsible Party's Name:

[ Test |

Email Address: | KDOR_abe.email@ks.gov |

Title: [OW\\EFI ]

one: [zt

DECLARATION: | declare under penalfies of perjury that | have examined this report and all attachments and, fo the best of my knowledge and belief it is true, correct. and complete
» Review the complete report information and then click " Submit Report" to file.

£ EID
11. Your report has now been submitted. If you selected the option to pay via Check w/ Voucher, you
can now access and print the voucher by clicking Other (Click here to open and print your
payment voucher in a new window). Print and mail the voucher with your check to the address

provided.
Special Order Shipping Return
Account Infermation

License Number
Business Name

Tax Return Information
Return Type
Confirmation Number
Postmark Date
Filing Period Begin Date
Filing Period End Date
Payment Dus Date

Return Details

Fertified Wine Gallons 0.19800 X $0.75 per Gallon

Light Wine Gallens 0.19200 X $0.20 per Gallon
Total Due Before Credit

Credit MemalAmeunt of Previous Credit
Less Paymentls) Recsived

Total Ameunt Due

Shipment Information Summary :

123456

Kansas ABC Test

ariginal
1186-3C4A-TE4D
601572021
112021
33172021

71572021
$0.15
3005

3021

30,00

3021

LT EO SV EREAL ] (Click to hide/show details)

Payment Information

hayment Type

n and print your payment voucherin a new W] >

Return Certification
Filer's Name

Filar's Title
Filer's Phone

Filer's Email

06.15.2021

—
Remit Voucher and Check to:
KDOR - Alceholic Beverage Control
Mills Building

409 5W Sth Street, 5th Floor

PO Box 3306

Topeka, K5 66601-3506

Test
Owner
785-206-7015

KDCR_abc emailfiks gov

[ e | ackto mccountview | pit |



Saving as a CSV File

1. Starting with a program such as Excel, enter rows of data in the same order as the column
specifications on previous pages. The only optional column is Customer Address Line 2, the rest

are required.

2. Format the Date by selecting the column data, then right clicking and choosing Format Cells.
On the Number tab chose Date as the Category. Then chose *MM/DD/YYYY as the Type.
Then select OK.

Format Cells = — L% ]
Number | Alignment | Font | Border I Fill | Protection
Category:
General | sample
¥ cu Currency Eas
S Accountin Type:
B C || r— z
o T e L E:ar;telgt:ge ;:"if:dnesday. March 14, 2012 |.=
Sdentific 3/14/12
. Text 03/14/12
[ Special 14-Mar i
Custom 14-Mar-12
Fase 12 Locale (location):
L English (United States) [-]
Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk (%] respond to changes in regional date and time settings that are specified for the
k. operating system. Formats without an asterisk are not affected by operating system settings.
Haide ]
Unhide [I Cancel
3.

If your report contains leading zeros in the Tracking Number you will need to format the cells

to text. Select the column data, then right click and choose Format Cells. On the Number tab
choose Text as the Category. Then select OK.

Format Cells

[Humber | Alignment | Font |Bnmar] Fil| Protection
Categony:

[General |
Number

Currency
Accounting

Date

Time

Percentage

Fraction

e
Save your file with the file extension type of CSV. Using menu option File - Save As should
allow you to set the location to where your file will be saved and chose CSV (Comma
delimited) (*csv.) from the Save as type: drop down menu. You may bypass the warning when
saving as CSV.

File name: m

Save as type: | CSV (Comma delimited) (".csv)

Microsoft Excel

sample
95492

General format cells have no specific number format.

-_— 5 b

Some features in your workbook might be lost if you save it as CSV (Comma delimited).

Do you want to keep using that format?

Cres D] [ w0 | [ rer |
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